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MANAGING YOUR STAFF
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FIRST 
STEPS

“I define a leader as anyone who takes responsibility 
for finding the potential in people and processes and 
who has the courage to develop that potential”

Brene Brown August 2019

• Assess your team

• Watch, listen and take notes

• Don’t make changes in the first semester
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OBSERVE

Learn why things are done in the way they are

Identify areas of need
> Duty of Care – adult supervision in House

Safe and effective management of Boarding House 
> Administrative 
> Academic
> Wellbeing 
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STAFFING
STRUCTURE 

5

COMMUNICATION

Electronic notebook - OneNote 

Weekly Staff Meetings & Pre-Shift Briefings

Boardingware - leave passes, pastoral & medical notes, 
rolls 

Staff Hub - MLC created SharePoint site for all 
documentation

MyMLC - MLC Connect 
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TRAINING

• Orientation
• Acknowledgement of training – sign off
• Weekday Tasks
• Online modules 

Staff 
Handbook

• First Aid
• Mental Health First Aid
• External speakers
• Mental health professionals – body 

image, eating disorders, NSSI
• Local police – keeping safe – real and 

cyber worlds

MLC PD 
opportunities
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ABSA TRAINING

Taking The Reins

Duty of Care Workshops

National Conferences 

State workshops 

Look Inside

State Symposium
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DIFFICULT 
CONVERSATIONS

• Prepare a script
• Dot points 

Use your 
HR 

department

• Document every conversation - keep a diary
• Follow up email outlining what was covered 

in the conversation, what the staff member 
will endeavour to do, timeline.
• Invite them to reply with comments or 

further questions

Don’t shy 
away from 
being brave
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STAFF WELFARE

Overnight Accommodation
Private space

Ensuite facilities 

Rostered in regular spaces

Tenancy agreement
Clearly outlined expectations

Visitors, pets, off duty time 

Treats - spontaneous afternoon tea
Celebrate staff birthdays 

End of term break-up

Massages first day of term – long shifts
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